
 

Exhibit L 

Posting Job Vacancies at WorkInTexas.com 

And Connecting Section 3 Residents with Section 3 Jobs 

 

 

 

 

 

 

 

 

 

 

 

 
  



 

Posting Job Vacancies at WorkInTexas.com 

Required Language for Job Title and Job Description  
 
  
 
 
 
Grantees and Subrecipients:  
 
As required by the GLO Section 3 Policy, all Grantees, Subrecipients and their contractors who are 
receiving DR funding must post their job vacancies with the state’s free job matching system – 
WorkInTexas.com.  There are two ways to do this.  You can self-register an employer account and post 
jobs directly online or you can contact your local Workforce Solutions Office. Staff is available to assist with 
account registration and/or can post jobs on your behalf at WorkIntexas.com  
 
Specifically, Grantees, Subrecipients and Contractors must: 
 

 Register with WorkInTexas.com; 

 Register with their Local Workforce Solutions Center and/or Work-in-Texas Website; 

 Post all DR related job postings at WorkInTexas.com; and 

 Include the word SEC3 in the job title and job description. 
 

-SAMPLE- 

Job Title-  

SEC3 Construction Laborer 
  

Job Description- 

SEC3 
  
 Looking for a general laborer to work in housing construction. Construction experience a  plus. 
 
 
Included with this document is a list of tips that Grantees, Subrecipients and contractors can use in posting 
job vacancies provided by Texas Workforce Commission. 
 
 
 

 

 

  



Tips for Employers Posting Jobs in WorkInTexas.com  
Provided by Texas Workforce Commission 

 
WorkInTexas.com is a job matching site rather than a job lead generation site. We compare required job 
posting qualifications and job seeker qualifications with data in WorkInTexas.com to find quality matches. 
We believe we’re providing better customer service by making sure your jobs attract qualified candidates 
before providing contact information to you or the job seeker. Recruiting can be difficult and expensive and 
we don’t want to waste anyone’s time. So, ensuring your job posting is as good and complete as possible is 
rule #1.  
 
Rule #1 – Take the time. Quality in means quality out, so spend the extra time up front making sure you’ve 
included as much detail as possible. The more complete your job posting, the better your matching results 
will be. And, a good job posting will keep you from missing out on good matches down the road.  
 
Rule #2 – Choose occupations wisely. Job “matching” is based on behind-the-scenes computer logic, but it 
all boils down to the occupations you choose. The more occupations you select, the more job seekers you’ll 
attract (match) to your job posting, and vice versa.  
 
Rule #3 – Include pay, even if you choose to suppress it from job seeker view. It will narrow your results, 
and possibly increase the quality of your matches. Also, job matches are based on minimum salary, even if 
maximum salary is provided, so consider posting the actual salary amount you’re willing to pay to ensure 
better job matches (matches will be restricted if the pay is too low).  
 
Rule #4 – Using “Keywords” can help you reduce the number of job seekers matched with your job posting. 
Keywords are single words or phrases you can enter to clarify specific qualifications you’re looking for, such 
as computer languages, licenses, or certifications.  
 
Rule #5 – Use “Screening Questions.” These are questions you can add to your posting that job seekers 
must answer before they contact you or apply. Answers do not limit anyone’s ability to apply, but the 
information does offer you a unique opportunity to pre-screen and evaluate interested applicants.  
 
Rule #6 – View your job posting to see what job seekers will see. This is a great self-test of the quality and 
completeness of your job opportunity. If it looks short on detail to you, imagine what a job seeker will think. 
Take the time to go back and enter more information.  
 
Rule #7 – Use Site Help. It’s our version of a “tutorial” and explains in general terms the major functions in 
WorkInTexas.com.  
 
If you’re looking for Veterans (only)  

 All jobs entered in WorkInTexas.com are automatically made available to veterans only for the first 
two days.  

 When posting your job, you can choose to make it available to veterans only for the lifetime of the 
posting by selecting “Veterans Only – Yes.”  

 Veteran applicants who apply for your job will be marked with an American Flag icon, indicating 
that they are eligible U.S. Military Veterans in good standing.  

  



 

Registering and Searching For Job Vacancies at WorkInTexas.com 

For Section 3 Residents  
  
 
Dear Section 3 Resident, 
 
As required by the GLO Section 3 Policy, all Grantees, Subrecipients and their contractors who are 
receiving DR funding post their job vacancies with their Local Workforce Solutions Center and/or Work-in-
Texas.  
 
To help connect you to these job opportunities you must: 
 
 

 Register as a job seeker with WorkInTexas.com and/or contact the local Workforce Solutions 
Office for assistance with registration;  

 After you complete basic registration, it is important you add a Section 3 related keyword to your 
profile. To do so follow these steps:  

1. Click on the My Portfolio tab, in the top navigation 
2. Click on Keywords in the Job Matching Criteria section 
3. In the Keyword to add field enter: sec3   Enter 0 for both years and months experience 
4. Click the Add Keyword button 

 
 

 
 

 
 
In addition, you can search for existing Section 3 job vacancies by selecting the Browse Jobs menu on the 
title bar then by Text. In the Enter Text line type the word: “SEC3”, then hit search. 
 
If you need help, please contact your local Workforce Solutions Center. You may search for one here: 
http://www.twc.state.tx.us/dirs/wdas/directory-offices-services.html?mid=0.07262226541895678  

http://www.twc.state.tx.us/dirs/wdas/directory-offices-services.html?mid=0.07262226541895678

